Special Instructions for Part-time Employees 1
with IT0208 Work Tax Area Connecting the Commonwealth

The following cities have a flat tax rate that will need to have additional data completed on IT0235.
1. City of Caneyville
2. Coal Run Village
These locations have the occupational tax below:
e Aflat $4.33 for full time employees per pay period
e Aflat $2.17 a pay period for part time employees.

The example below uses the City of Caneyville:
As the interface between KHRIS and BSI does not identify employees who are part time and will by default apply the

$4.33/payperiod full-time rate, agencies will need to create IT0235 records for part-time employees working in
Caneyville.

Once the employee is set up for IT0208 Caneyville, the HRG will need to create an IT0235 record for Caneyville with the
correct effective dates. In the tax type field on the left they would enter 51 and in the Formula Number field, they would
enter ‘02’. This will force the appropriate tax formula to be processed each time the employee is processed through
payroll. If the employee changes to full time, the HRA will need to delimit the IT0235 record. If an HRA has already set
up a part-time employee and did not complete the IT0235 at that time, one may be created with a start date to match
the IT0208 start date, and it will retroactively apply the correct rate.
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